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The following document has FIFTEEN ERRORS (spelling and grammatical). Download the document 

and correct all errors OR retype the document on letter-sized paper in 1.5 line spacing with 

margins: 1.5” (3.81 cm) left and 1” (2.54 cm) right, 1” (2.54 cm) top and bottom. 

 

COMMUNICATION TOOLS 

The World Wide Web, abbreviated to WWW and commonly known as the Web is a system of 
interlinked hypertext documents called web pages. These web pages are stored on web servers 
scattered all over the Internet. A web browser is software used to view web pages. You may have 
used Internet Explorer, Firefox, Safari or Chrome – all examples of web rowsers. The terms Internet 
and World Wide Web are often used in everyday speech without much distinction. However, the 
Internet and the World Wide Web are not one and the same. The Internet is a global system of 
interconnected computer networks. In contrast, the Web is one of the services that runs on the 
Internet. It is a collection of interconnected documents and other resources, linked by hyperlinks 
and URLs. 
 
A facsimile (shortened to fax) is a document sent over a telephone line. Fax services are available 
using standalone fax machines, multifunction devices, fax servers and Internet-base fax services. 
A standalone fax machine requir either a dedicated or a shared telephone line for it’s operation. It 
may be set up to automatically receive an incoming transmission (after a pre-set number of rings) or 
the transmission may be received manualy (the receptionist must answer the call as a voice call, then 
press the start button). A benefit of using a fax is that employees within an office can be audibly 
alerted to an incoming fax or they may see the printed fax on the machine. Only hard copy 
documents may be sent using a standalone fax machine. To overcome this limitation, multifunction 
devices are used. A multifunction device usually integrates scanning, printing and faxing capabilities 
into ne device. It allows a hard copy document to be scanned to a file and faxed. 
 
In many corporate environments, standalone fax machines have been replaced by ‘fax servers’ and 
other computerised systems capable of receiving and storing incoming faxes electronically, and then 
routing them to users on paper or via e-mail.Such systems have the advantage of reducing costs by 
eliminating unnecessary printouts and reducing the number of inbound phone lines needed by an 
office. One of the key advantage of using facsimile as a means of communicating electronically is the 
higher level of confidentiality it offers when compared with unencrypted material sent over the 
Internet. In some countries, electronic signatures on contracts are not recognised by law whil faxed 
contracts with copies of signatures are, so fax machines enjoy continuing support in business. 
 
Short message service (SMS) is the text communi-cation service component of phone, web or 
mobile communication systems, using standardised communications protocols that allow the 
exchange of short text messages between fixed line or mobile phone devices. SMS text messaging is 
now the most widely use data application in the world.More SMS messages are sent daily than e-
mail. Across the Caribean, businesses use SMS for billing notification and appointment scheduling 
as well as other time-sensitive tasks. Government agencies use SMS to send out health, weather and 
security alerts to their citizens. With the popularity of BlackBerry devices for business use, the 
BlackBerry Messenger application (BBM) is used daily by millions of business people to 
communicate. 


